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and assignments for the two summer institute components: the Role of the Teacher 
Aide (supervisory, technological, monitorial, clerical, general) and Language Arts 
Practices (communication skills, work attack skills, creative writing, handwriting, 
spelling, class organization, basal reading, individualized reading); and instruments for 
evaluating the training programs and the job performance of aides. (JS) 
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FOREWORD 



New Careers in Education in Region II is not a Teacher 
Aide career training program within itself, rather, it encompasses 
exploration and experimentation of new approaches (both administra- 
tive and instructional) for the overall goal of quality education. 

Or, it is possible to say that New Careers in Education 
is trying out new approaches and procedures in tackling some of 
the pressing educational problems of our time with the improvement 
of classroom instruction being the focal point. 

The common concern for us all— para-professionals, 
teachers, supervisors, administrators, and the lay-community at 
lar ge— is that significant educational progress must be made and 
that quality education is a cooperative effort serving the entire 
school and community. 

The educational leadership mandated the development 
of New Careers in Region II due to the recognition of pressing 
training and retraining needs in the region. 

This program was considered worthy of financial support 
due in great part to the unparalled cooperation which exists at 
all levels (K-16) of education in Region II and such a program 
has evolved because of the excellent relationship between the 
counties and Shepherd College. 

A Fina 1 Thought . All the goals enumerated in the New 
Careers Program will not simply happen overnight. And some of them 
may never be met at all— replaced by more passing and relevant 

objectives. 

It cannot be emphasized too strongly that there will be 
occasional problems and frustrations; that is the nature of any 
enterprise worthy of attention. 

Also, the ambitious objectives will not be met except 
through a cooperative — united effort of all participants involving 
much individual selfless, unflinching dedication and hard work. 

In consideration of these facts, it is still worthy of 
our attention to try. In so doing, we will have— in part— ful- 
filled those obligations that may very well serve as a shining 
example of a cooperative human endeavor at its best and which will 
give credit to our citizens, to our generations and most importantly 

to ourselves. 
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"The needs of society require significant changes 
in our present school administration. The teacher is a skilled 
professional and, as such, must be permitted to do a professional 
level of work. He must be a diagnostician and a guide of learn- 
ing experiences. He should not waste his time on trivia. The 
utilisation of auxiliary personnel can provide the opportunity 
for teachers to teach. " 



Position of NCTEPS, Auxiliary 
School Personnel. 1967 . 



"Recently a teacher, principal, and education professor, 
and a student gathered at the Southwestern Cooperative Educational 
Laboratory in Albuquerque to view a video tape made up of elemen- 
tary rural students. The class being depicted perhaps was not 
typical in that it had 26 students, a teacher, and two teacher 
aides; and the students and adults all appeared to know what 
they were doing and why they were doing it! 

After about ten minutes of viewing the tape, the 
teacher asked the question that was on everyone's mind, "Which 
one is the teacher?" The professor pointed at one of the adults, 
the principal at another, and the student and the teacher 
teacher "guessed" at the third adult. And all were correct! 

The question of whom is doing what may not at first 
flash seem relevant, but when considered with a number of other 
variables, it becomes highly relevant. In point of fact, the 
answer may result in one of the most significant substantive 
and organisational changes to overtake American education in the 
past 200 years." 



James L. Olivero, "Do Teacher 
Aides Aid American Edu- 
cation?", 1963. 
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GOALS OF NEW CAREERS 



THE OVERALL GOAL REVOLVES AROUND THE REALIZATION OF AN 
EXEMPLARY PROGRAM OF QUALITY EDUCATION THROUGH: 

(1) Exploring and developing new task oriented roles 
| and careers for non-professional personnel? 

| (2) Stimulating the development of a close working 

I relevant relationship between the school and community through 

parent/citizen involvement and through tapping community resources? 

(3) Meeting the felt needs of teachers through offering 
opportunities for instructional improvement and innovation* greater 
role in educational decisions* clarification of roles* and more 
flexible administrative procedures? 

(4) Developing and implementing instructional approaches 
to the styles and strengths of disadvantaged children - but 
applicable to all children? 

(5) Evolving instructional task centered "master” teachers 
as educational leaders ini implementing sound instructional procedures 
developed in the New Careers Program? 

(6) Establishing an academic accredited teacher aide 
training program through Shepherd College? 

(7) Furnishing trained non-professionals in classroom 
assistance to teachers? 

[' 

(8) Involving all aspects and levels of education and 

1 community representatives in exploration of new educational 

responses to common concerns of all. 

\ 

All the objectives* enumerated above* may be altered 
or modified to meet unforeseen conditions and needs. 

[ 
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A CODE OF ETHICS FOR TEACHER-AIDES* 
[Tentative] 



Teachers with whom teacher -aides work conduct themselves 
by their professional Code of Ethics. 

1. A teacher's primary objective is to help his 
students* 

2. His next obligation is to cooperate with 
parents* 

3. His personal conduct must be in keeping with 
the position he holds* 

4* A teacher must respect his professional obli- 
gations to his employer and to his profession* 

5* A teacher must maintain a professional and 

ethical attitude regarding students, teachers, 
and the profession as a whole. 

Teacher-aides should strive diligently to maintain certain f 
standards of conduct and professionalism that will give status 
to the job. Therefore, a Code of Ethics for teacher -aides will 
help strengthen the position of teacher-aide in a school district. 

Code of Ethics 

1. Cooperate fully with the classroom teacher. 

2. Perform duties as they are planned. for you by 
the classroom teacher* (Your job is not to teach 
but to help the teacher by performing duties of a 
non-teaching nature*) 

3. Think and act in a professional manner at all 
times* 

4. Speak well of all administrators, teachers, 
school personnel, and other teacher -a ides* Do 
not gossip* 

5. Accept criticism professionally* Look upon it 
as advice rather than censure. 



Commission on Teacher Education and Professional Standards of 
the Pennsylvania State Education Association* 




% 



6. Support the school program. 

7. Support and respect those who guide and direct 
your efforts . 

8. Exemplify the principles of the golden rule in j 

dealing with students. 

9. Be friendly, tactful, helpful, and fair, without 
discriminating, to all students. 

A final word of advice: 

1. Dress nearly and attractively. Avoid heels that 
are too high; your feet will get tired. 

| 

2. Do not chew gum in the presence of boys and j 

girls. 

3. Learn the rules and regulations about the use of 
the teachers 1 room in your building. 

4. Remember you are not replacing a teacher. Be 
guided by his plans and directions. 



















REGION II EDUCATION AND THE NE.'7 CAREERS PROGRAM 



Educators of Region II have had a history of regional 
cooperation. Since 1965# super inteiiidents and other educators 
have met regularly together to set regional educational goals and 
activities. 

Board of Control 

The legally constituted Board of Control evolved from a 
series of periodical meetings and activities. It is represented by 
eight school superintendents, the President of Shepherd College# the 
Assistant State Superintendent of Schools (honorary member), and 
Executive Secretary who also serves as Regional Coordinator 
of Educational Services. The Board of Control meets on a regularly 

scheduled monthly basis. 

Curriculum Improvement Center 

The ESEA Title III Multi-Purposes Center tor Curriculum 
Improvement (CIC), headed by the Regional Coordinator, is organized 
in a service capacity to educators in the eight counties &n function* 
directly oriented towards improvement of instruction and educational 
services. Full time specialists in the various areas of the 
curriculum include: (15 Language Arts, (2) Art, (3) Mathematics, 

(4) Special Education, (5) Educational Media, (6) Elementary 
Education, (7) Secondary Education, and (3) Vocational Technica 

Education. 

Besides being involved in numerous special projects and 
other activities, these specialists are available for inservice 
activities relating to school and/or teacher's needs. 

The Curriculum Improvement Center also encompasses other 
state and federally funded programs. 



Shepherd College 

To directly relate Shepherd College to the educational 
and training needs of Region II. a new position has been developed 
through the Department of education. This new position - Field 
Based professorship - will serve a dual role for representing the 
New Careers Program with the Curriculum Improvement Center, while 
supervising the teacher aides and organising course work experiences 
for academic credit through Shepherd College. 







The functions of the Field Based Professor give 
opportunities for interaction between higher education and the 
public and private schools to bring together on a continuous 
arrangement resources and competencies for the benefit of all levels 
of education in Region II. 

West Vi rginia State Department of Education 

Educators at all levels of education in Region II have 
historically had a very close working arrangement with the State 
Department of Education. 

The New Careers Program is coordinated within the frame- 
work and planning of the West Virginia State Department of Education 
Program headed by Dr. Harry G. Straley* State Department 
Coordinator. 

Accrediting of Teacher Aide course work is also procured 
through State Accreditation procedures. 

The State Department also has available curriculum 
specialists in all areas to contribute to the program. 

Conclusion 

All levels of Region II education (K-16) including the 
State Department of Education are contributing significant resources 
to New Careers in Education in Region II thereby presenting 
unprecedented opportunity for the coordinated talents and energies 
of all West Virginia Education on a common concern. 
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NEW CAREERS IN EDUCATION PRESERVICE/INSERV :CE 

EDUCATION PROGRAM 

July, 19S9 - June, 1970 



The New Careers in Education Program makes allowances 
for three mutually concomitant but exclusively unique educa- 
tional training and development components: (1) Summer 

Preservice Four Week Institute,) (2) the Seminar (including 
on-the-job training, and (3) the Career Training Program. 

Each of these interrelated components are described below. 

THE PRESERVICE INSTITUTE 

The four week Preserivce Institute serves the inter- 
changeable functions of (1) defining roles (school, community, 
teacher, teacher aide, and principal) so as to develop condi- 
tions for a more efficient "team approach" toward instruction 
and other school related tasks; and (2) developing those 
skills and competencies required of teachers and/or teacher 
aides in working together in an effective and efficient manner. 

Since teachers are expected to be the immediate 
direct supervisors of teacher aides, they will be required to 
demonstrate the same tasks as may be assigned to the aides 
in day-to-day instructional and instructional related assign- 
ments as exemplified in the "Role of the Teacher Aide" course. 

"Language Arts Practices" is also not an abbreviated 
or "watered down" version of an undergraduate language arts 
course, but instead, is a revised course bringing together in 
a coherent and meaningful fashion, language arts theory and 
practice as related to instructional skills and competencies 
needed of teachers of children — and especially the disadvan- 
taged. (See academic credit model. ) 

It is anticipated that the task oriented-, skills and 
competencies learned in the Preservice Institute will be 
applicable to immediate implementation in the classroom and 
schools at the start of the 19S9-70 school year. 
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THE SEMINAR 



The function of the seminar is to furnish inservice 
education on a continued, regularly scheduled basis to 
teachers and teacher aides* This function guarantees a flow 
through from the Preservice Institute and an opportunity for 
improvement of instruction based upon careful preparation and 
planning* 



Group evening inservice seminars of teachers and 
teacher aides will be held weekly (36 sessions) in two centers: 
(1) Romney Jr* High School Annex, Romney, -West Virginia, for 
trainees from Mineral, Hardy, Grant, Pendleton, and Hampshire 
Counties and (2) Martinsburg South Jr. High School, Buxton 
Street, Martinsburg, \7est Virginia, for those trainees from 
Morgan, Jefferson, and Berkeley Counties. 

The first eighteen (18) seminars will focus upon 
refinement and sophistication of task oriented skills learned 
in the preservice program, and especially in the crucial area 
of language arts instruction. Issues and on-the-job problems 
will be aired to reach the anticipated objective of comfortably 
implementing exemplary language arts programs, based upon 
individual teacher-teacher aide styles of instruction* 

The latter eighteen (18) seminars anticipate a 
focus upon the development of practices and principles of 
mathematics and physical education instruction* 

Competencies learned in the seminars will be 
implemented and modified in the individual classrooms* Pro- 
blems and successful activities will be brought back to the 
seminars for sharing and analysis* 

These seminars will be planned by the Project Staff — 
including the Project Teacher Leaders— through recommendations 
and needs of the participants* 

On-the-Job Training . Along with the weekly Seminars, 
assistance — on a continual basis— will be provided for both 
teachers and aides in their mutual and exclusive roles in the 
school* Though the Field Based Professor's major function 
will be assisting with and guiding the daily activities of 
teacher aides, both he and the Project Director will be 
available on a regularly scheduled basis to assist both 
teacher and teacher aides in the day-to-day problems in the 
school and classroom. The major thrust of the Project Staffs' 





functions will be assistance in implementing in a systematic 
manner, those skills and competencies perfected in the pre- 
service and inservice training sessions. 

An outstanding objective of our New Careers Program 
is the anticipated dissemination of successful instructional 
principles and procedures to other teachers within the schools 
and especially those non-project teachers working with 
trained Project Teacher Aides. It is hoped that Project 
Teachers will play a significant role in encouraging and 
leading in curriculum development in his school? a key pro- 
fessional role of a master teacher. 

In many schools the Project Teacher and Principal 
may be able to bring about total school involvement of all 
teachers in focusing upon instructional innovations and 
exemplary practices, thus fulfulling a basic responsibility 
of school leadership. 



THE CAREER TRAINING PROGRAM 

Those Project Teacher Aides exhibiting the interest 
and inclination may elect to further their education through 
the New careers Training Program. 

It is anticipated that this program will lead 
initially to an Associate of Arts Degree for Teacher Aides. 
Salaries would be adjusted for increased skill and competencies 
and added responsibilities on the Career Ladder. (See Career 
Ladder Model. ) 

It is planned, with assumed interest, that at 
least one or two courses per semester will be offered to 
satisfy Career Ladder requirements to be held within 
commuting distance of Project Teacher Aides. 

Teacher Aides entering the Training Program may 
also receive three (3) hours of credit per semester for 
four (4) semesters for the weekly seminars and on-the-job 
training under the supervision of the Field Based Professor. 

The Career Training Program will be directed by 
the Field Based Professor through Shepherd College standards 
and course accreditation procedures. 
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OTHER INSERVICE INVOLVEMENT PROGRAMS 

Evolving new educational functions and roles 
demands the active involvement and participation of all 
educators and representative interested citizens which 
education serves. 

To this end quarterly seminars throughout the 
1969-70 school year are being scheduled for Project Principals 
and Super in tendents -Super visors, while periodical meetings 
will held with advisory committees made up of representative 
citizens, as explained below. 

Quarterl y Administrative Awareness Semina rs: Princi- 

pals. Supervisors, and Superintendents . Administrative 
Awareness Seminars are based upon the premise that educa- 
tional innovations must involve a united effort by all 
educators. 



The purpose of these seminars involve (1) bringing 
the leadership up-to-date on current activities and results 
(2) discussing, planning, and initiating new methods of 
community involvement, (3) developing policy innovations to 
adjust to educational improvement, and (4) developing under- 
standings concerning exemplary educational programs in other 
parts of the country. 

These seminars should contribute to sophisticating 
and refining aspects of the New Careers Program. 

Mew Careers in Education Advisory Committees. A 
basic view of the New Careers Program is the assumption that 
significant educational advances must involve citizens of the 
community that the school serves. The school and community 
must function in rapport — even partnership — for the school 
to fulfill a viable function. 

In part it is hoped the New Careers in Education 
Committees can serve a major role in recommending modifi- 
cations/alterations to further the goal of relevantly 
serving the needs of the communities and counties. 

Initially, two committees are being formed from 
Berkeley- Jefferson -Morgan Counties and Pendleton-Grant- 
Hardy-Hampsh ir e-Miner a 1 Counties. Members of the committees 
will be representative of teachers, teacher aides and other 
educators and citizens, including pupils (when applicable) of 
the eight counties. 
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CAREER LADDER MODEL 

Introduction: This model is an attempt to expand the 

public education services of the eight (8) county 
school systems of Region II, West Virginia, by train- 
ing selected New Careers enrollees to assist the 
professional staff to develop new administrative and 
instructional approaches for boys and girls of the 
Region • 



New Careers Model 
Region II, West Virginia 



Job Classification : 

Title 

Teacher Aide Intern 
Teacher Aide 
Teacher Assistant 
Associate Teacher 
Certified Teacher 
Career Ladders 



Duration of Training 
1-1% years 
1-1% years 
1-2 years 



1-2 years 
Permanent 



Career Ladder 
for 

Certified Teacher 
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Selection s 

It is recommended that the selection process be based 
upon these criteria: 

(1) Recommendation of school principal. 

(2) Demonstrated interest by candidate after 
program has been explained. 

(3) Indication on objective tests or high 
school class standings that they have 
the potential to successfully take and 
pass college level training. 

Mobility s 

The trainees will remain in each step until the educational 
requirements are met for the next highest step. 

The trainees salary will start at the step level for which 
he is qualified educationally and his work will include 
all those applicable duties from Step I up to and including 
the step he is in. 

Steps in the Career Ladder 

General Description: CERTIFIED TEACHER 

Keep time | attendance and curricula outline books 
as apply to teaching, and teaching assigned students courses 
prescribed by the eight (8) County Boards of Education 
in such a manner as is prescribed by the Boards and proper 
and acceptable standards of conduct. 



•v. Job Title: TEACHER AIDE INTERN 

Step Classification: I 

Job Description: 

I. Monitors halls, lunchrooms, libraries, playgrounds, 
restrooms and classrooms during testing. 

II. Assists in taking attendance and the reporting of 
tardiness and absences from class. 

III. Escorts students leaving classrooms during instruct 
tion periods to see that they go where they are 
directed and do not loiter. 

IV. Assists teachers in the direction and supervision 
of authorised school activities and organisations. 

V ■ Listens to students who are upset due to personal 
problems and needs comforting and takes them to the 
appropriate offices of administrators, nurses and 
counselors when necessary. 










VI. Duplicates training material and test forms for 
the teachers. 

VII • Maintains duplication machines in regards to 
operator maintenance. 

VIII. Assists the librarian in monitoring the library. 

IX. Records dictated stories of pupils. 

X. Assists in the distribution of books and training 
materials. 

XI. Helps students to find books and reference materials. 

XII. Assists laboratory teachers in the maintenance and 
inventory of supplies and equipment. 

XIII • Assists physical education teachers in demonstrating 
calisthenics, exercises and games. 

XIV. Assists in maintaining toys, equipment and educational 
supplies. 

XV. Assists teachers when working with divided groups 
for instructional purposes in a single classroom. 

XVI. Assists in other duties as prescribed by the 
supervisor. 

Educational Requirements: 

A High School Diploma or GED. 

Special Skills: 

I. Ability and desire to work and communicate with 
children effectively. 

II. Ability to carry out oral and written instruction. 

III. Ability to type and/or write accurately and legibly. 

IV. Good health and personal hygiene. 

Job Title: TEACHER AIDE 

Step Classification: II 

Job Description: 

I. Operates audio-visual equipment in the classroom. 

II. Helps prepare and demonstrate laboratory experiments 
and projects. 
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III • Checks books in and out to authorize students and 
school staff •> 

IV. Participates in classroom instruction under 
supervision • 

V. Helps students with study problems in the classroom 
while the teacher is present. 

VI. Prepares and helps show flashcards under teacher 
supervision • 

VII • Assists pupils in preparing for their "show and 
tell" skits. 

VIII. Leads group games on the playground. 

IX. Escorts classes to the auditorium, cafeteria, play* 
ground, audio-visual rooms and to the bus or other 
transportation where applicable. 

X. Monitors classrooms when a teacher must leave the 

room or is ill until the substitute teacher arrives. 

XI. Performs other duties as directed by their supervisor. 

Educational Requirements: 

45 (forty-five) quarter college credits or 30 (thirty) 

semester college credits and 1 (one) year experience as a 

Teacher Aide Intern. 

Special Skills: 

I. Has and implements skills required as a Teacher Aide 
Intern. 

II. Desire to develop job competencies and/or become 
Teacher Assistant. 

III. Maintains satisfactory academic grades and pro- 
gresses successfully in college. 

Job Title: TEACHER ASSISTANT 

Step Classification: III 

Job Description: 

I. All duties as outlines in Steps I and II. 

II. Substitute teach for regular teachers who are absent 
due to illness, accident or death in the family. 



III. 



Help grade objective tests. 
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XV« Help record , calculate and maintain classroom records* 

V* Record classroom anecdotal records for placement in 
a student's personal file for aide in counseling* 

VI* May be an advisor to an authorised school activity 
or organisation* 

Educational Requirements: 

90 (ninety) quarter college credits or 60 (sixty) 
semester college credits and 1 (one) year experience as a 
Teacher Aide* 

Special Skills: 

I* Has and implements skills required as a Teacher Aide* 

II* Knowledge of the subject matter as substitute teaching* 

Ability to maintain proper discipline and decorum in 
the classroom* 

Job Title: ASSOCIATE TEACHER 

Step Classification: IV 

Job Description: 

Under close scrutiny, including counseling, directing 
and evaluation, perform the duties of a Certified Teacher 
(as described in General Job Description) as needed or 
requested by the Boards of Education* 

Educational Requirements: 

3 (three) years of college, i*e*, 135 (one hundred 
thirty-five) quarter college credits or 100 (one hundred) 
semester college credits and 2 (two) years experience as 
a Teacher Aide and/or Assistant Teacher* 
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CAREER LADDER: 



ACADEMIC CREDIT MODEL 



ASSOCIATE OP ARTS DEGREE FOR TEACHER AIDES 

[TENTATIVE] 



The 64 credit Associate of Arts Degree for Teacher Aides 
would be offered by Shepherd College to those who, for a 
combination of circumstances, may only be able to pursue this 
goal as a terminal objective or for those who regard it as an 
intermediary goal for a B. S. Degree. 

The curriculum for this Associate of Arts Degree is solidly 
enmeshed in the general education offerings of Shepherd College 
but has as its center a coherent sequence of credits that are 
relevant to the needs and aspirations of educational paraprofessionals . 



I. PROGRAM DESCRIPTION 



The following would be the tentative Shepherd College 
recommendations for a 64 credit curriculum for teacher aides. 
This is designed with two major goals in mind: (1) provision 

of a collegiate level education experience for aides, and (2) 
introduction to methods of teaching and the procedures of the 
schools. This introduction does not involve the teaching of 
methods in detail, but does involve teaching about method . 



Gen era l C ur riculum 



Credits- 



A. Behavioral and Physical Science, 

Mathematics, and Humanities 
Introduction to Mathematics 215 3 

General Sociology 203 3 

History of Civilization 101 3 

Allied Arts: Art, Drama, and 

Music (New Course) 3 

General Physical Science 103 4 

Total 16 credits 



B. Communication 

Basic Study Skills 
Written English 101 



3 

3 

6 credits 




mmmmi 



mmtiim 




Total 


















C. Educational Curriculum 

Role of the Teacher Aide 
(New Course) 

Language Arts Practices 
(New Course) 

Typewriting 103 or 104 
Human Development 301 
Audiovisual Aids 305 
First Aid, Safety, and Health 
(New Course) 

Secretarial Skills (New Course) 
Arts and Crafts for the 
Elementary School 322 
Foundations of American 
Education 200 



Credits 



3 

3 

2 

3 

3 

3 

3 

2 

3 



Total 25 credits 



D. General Education (5 elective credits 



from the following) 

General Biological Science 101 4 

Fundamentals of Speech 202 3 

West Virginia History, Geography, 
and Government 209 3 

American Federal Government 101 3 

Principles of World Geography 101 3 

Early American History 201 3 

Total 5 credits 



Field Experience and Independent Study (New Courses) 



Field Practicum 1-3 hours - Language Arts 
Field Practicum II - 3 hours - Mathematics & 
Physical Education 

Field Practicum III - 3 hours - Natural Science 
Field Practicum IV - 3 hours - Social Science & 
Humanities 

Total 12 credits 



Grand Total 



64 credits 
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Program Plan and Sequence 



1. Role of the Teacher Aide - Credit, Three Hours - New 

Course 

The content of the course provides information con- 
cerning the numerous roles of administrators, teachers, and 
teacher aides. The teacher aide’s role will be under the 
direct supervision of a certified teacher, to assist in: 
teaching language arts, explaining and assisting slow learn- 
ers in arithmetic, leading small group discussions, chaperon- 
ing field trips, monitoring crafts and game activities, care 
and use of audiovisual equipment, special education classroom 
roles, etc. The class is not an in-depth program, but an 
overview of the various roles. The text and classroom 
materials will be based upon the Macmillan Publishing Com- 
pany^ text, "Teacher Aide Training System,” developed and 
pioneered in innovative Teacher Aide -Teacher Training Pro- 
grams by New York University. (This is the first kit of 
materials to be developed for teacher -teacher aide training 
in the United States). 

2. Language Arts Practices - Credit, Three Hours - New 

Course 

The content of the course will be procedures in 
teaching individuals and small groups: work attack skills, 

comprehension skills, dictated stores, creative writing, 
directed reading-thinking activities, and individualized 
reading practices. Part of this course will be a practicum 
where the roles of the teacher and teacher aides will be 
demonstrated and practiced using a regular classroom situa- 
tion with grade school students. 

3. Field Practicum I**- - Credit, Three Hours - New Course 

The course content will consist of development and 
sophistication of skills and competencies required of a 
teacher aide to effectively assist teachers in more effi- 
ciently developing conditions for improving the language 
arts (reading, writing, listening, speaking) abilities of 
the pupils. 



^See ” Guide lines for College Credit for Field 
Instruction and Weekly Seminars.” 
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Basic Study Skills — Credit, Three Hours - New 
Course 

The course content, especially designed for adults, 
will emphasize reading vocabulary, comprehension, and 
study skills such as; how to study, how to take a test, how 
to listen, how to take notes, etc. 

5. Typewriting - Credit, Two Hours - Course Numbers 103 or 

104 

103 Typewriting I - Credit, two hours. The mastery of 
the keyboard, development of correct typewriting techniques, 
centering, introduction to letter writing and tabulation, and 
the development of speed and accuracy. 

104 Typewriting II - Credit, two hours. A continuation 
of Typewriting I. Emphasis is placed on further development 
of speed and accuracy with problems in business lotter writing, 
tabulation, and manuscript writing. 

6. Human Development - Credit, Three Hours, Course Number 301 

A course designed to acquaint teacher candidates with 
the physical, social, emotional, and mental growth and deve- 
lopment of children and adolescents. 

7. Audiovisual Aids - Credit, Three Hours - Course Number 

305 

The history and philosophy of audiovisual instruction; 
the proper use of multi-sensory materials and equipment; and 
the utilization of community resources. The major portion of 
the time will be devoted to planning for the use of such 
materials in actual teaching situations. 

8. Field Practicum II - Credit, Three Hours - New Course 

The course content will consist of development of the 
skills and competencies required of a teacher aide to effec- 
tively assist teachers in more efficiently developing condi- 
tions for improving instruction in the disciplines of mathema- 
tics and physical education. 

9. Written English - Credit, Three Hours . - Course Number 101 

Comprehensive review of grammar, sentence building, 
usage and punctuation. Practice in composition, with emphasis 
on expository prose. 







10. Introduction to Mathematics - Credit, Three Hours - 

Course Number 215 

A study of the structure of number systems and the 
operations defined in these systems. A development of the 
ability to analyze and use such systems. An introduction to 
the ideas and basic principles of some areas of mathematics: 
algebra, trigonometry, and analytic geometry. 

11. First Aid, Safety, and Health - Credit, Three Hours - 

New Course 

The course content will consist of a combination of: 

(1) standard course in first aid, (2) awareness of safety 

consciousness in the school, home, etc., and (3) analyzation j 

of health problems relating to public schools including 

school policy, materials relating to health education, etc. j 

12. Secretarial Skills - Credit, Three Hours - New Course j 

The course content will consist of skills and compe- i 

tencies necessary for a teacher aide in fulfilling a clerical j 

role for a school professional. The course content will 
include business letter construction, operation and mainten- 
ance of duplicating machines, filing, etc. 

13. Field Practicum III - Credit, Three Hours - New Course 

The course content will consist of developing the 
skills and competencies of teacher aides necessary in assist- 
ing teachers in physical science instruction. Emphas : s will 
be upon principles and instructional procedures in making 
demonstrative — in concrete fashion — scientific principles. 

14. Arts and Crafts for the Elementary School - Credit, 

Two Hours - Course Number 322 ] 

j 

Emphasis is placed upon the functional activities that j 

can be carried out in the art program of the elementary school. 

By experiencing the type of projects expected of children, 

there is an opportunity for the student to become acquainted 

with the various media of art expression. A variety of art j 

techniques and processes are introduced and organized into 

subject matter of work suitable for various grade levels. 

15. General Sociology - Credit, Three Hours - Course Number ■ 

203 

Origin and development of groups, and social changes. 
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16. History of Civilization - Credit, Three Hours, Course 
Number 101 

A survey of civilization with emphasis upon the 
development of western culture. It begins with prehistoric 
man and continues to the end of the sixteenth century. 

17. Field Practicum IV - Credit, Three Hours - New Course 

The course content will consist of developing the 
skills and competencies of teacher aides necessary in 
assisting teachers in humanities and social studies in- 
struction. Emphasis will be upon a unit approach and 
interrelationships of these diciplines. 

18. Foundations of American Education - Credit, Three 
Hours - Course Number 200 

One of the primary objectives of ttv*‘s course will 
be to explore and observe the professional life of teachers 
in public education. Observation and participation activi- 
ties in the area schools will be an integral part of the 
course. Pertinent research data concerning job opportunities 
and local and national teacher supply and demand will be 
discussed. The course content will center around current 
trends in American education, certification of teachers, 
taxation practices, and how the history and philosophy of 
education in America has emerged, 

19. Allied Arts (Art, Drama, and Music) - Credit, Three 
Hours - New Course 

The course content will consist of an overview ofs 
(1) comparative and chronological study of art forms, (2) 
principles of the allied arts, and (3) representative study 
of selected art forms. 

20. General Physical Science - Credit, Four Hours - Course 
Number 103 

A survey course in physical science encompassing 
astronomy, geology, chemistry, meteorology, nuclear science 
and physics. The principles and applications presented are 



characteristic of introductory courses in the separate areas 
listed above. The scientific approach to problem solving and 
the interdependency of the areas of science are enphasized. 

Three lecture-recitation periods and one double laboratory , . 
period per week. 

Electives : ^ 

1. General Biological Science - Credit, Four Hours - Course 

Number 101 

2. Fundamentals of Speech - Credit, Three Hours - Course 

Number 202 

3. West Virginia History, Geography, and Government - 

Credit, Three Hours - Course Number 209 

4. American Federal Government - Credit, Three Hours - 

Course Number 101 

5. Principles of World Geography - Credit, Three Hours - 

Course Number 101 

6. Early American History - Credit, Three Hours - Course 

Number 201 ■* 

Evening Course Work 

Assuming acceptance, one or two courses per semester will be 
offered for teacher aides. At least one of these courses may be 
held within the region within reasonable driving distance of enrollees 
who reside too far a distance to commute to Shepherd College. 

Weekly Evening Seminars 

All New Careers participants, including teachers and teacher 
aides, will attend two-hour weekly seminars. If the teacher aide 
enrolls in the academic phase of the program to work towards an AA 
Degree, the weekly seminars, including the on-the-job-training, may 
earn three credits per semester if successfully completed. 
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"Electives must be taken from courses in English, sociology, 
psychology, economics, history, geography, science, foreign languages, 
or physical education. A total of five (5) credits in electives is 
required for graduation." Quoted from the 1968—69 Shepherd College 
Bulletin. 



Guidelines for College Credit for Field Instruction and Weekly 
Seminars . Part of the educational component of the Shepherd 
College Associate Arts Degree Program is the granting of three 
college credits each semester for the job experience enjoined 
with two hours per week evening seminars within four Field 
Practicum Courses. 

On-the-job goal competencies will be stated in behavioral 
increments so as to be readily measurable. The Field Based 
Professor^ will carefully guide and closely evaluate each 
program participant. The following guidelines will be adhered 
to: 



1. Each enrollee will be assigned to a supervisor (teacher, 
teaching principal, etc.) who has direct face-to-face responsi- 
bility for the work of the aide. 

2. Each enrollee and supervisor will meet in weekly two- 
hour seminars to focus upon inproving various aspects of 
instruction and working together. These will be planned 
under the direction of the Field Based Professor. 

3. Each enrollee will be given a balanced exposure to 
all aspects of classroom aide work to which he has been 
assigned. He will be given a chance to perform a variety of 
jobs in the teacher aide area. He will not be assigned to a 
single task and kept at it alone for a long uninterrupted 
period of time. 

4. Each Field Practicum course will be developed through 
on-the-job experience and consideration of the recommendations 
of a representative lay education advisory committee. The 
course content will be coordinated through the Field Based 
Professor with the Shepherd College faculty and accreditation 
of personnel procedures. 

Inservice training will focus primarily on acquiring skills 
and background information to help the enrollee perform more 
effectively on the job. 



III. ADMISSION AND COMPLETION REQUIREMENTS 
Criteria for Admission 



1. High school Diploma or GED 
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A new position to be developed at Shepherd College especially 
for this program. 



2. Re conmendat ion of principal and/or superintendent 

3. Evidence of ability to handle college course work 

based upon high school credits and objective tests. 



Criteria for Completion 

1. "C" average 

2. Completion of 64 credit hours of the sequenced 

program 
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PART II - DUTIES 

Teacher Aides will perform the duties listed herein. The nature 
of the duties performed will naturally vary according to the grade level and 
type of school in which they are employed. 

Types of duties to be performed are summarized under Supervisory, 
Technological, Monitorial, Clerical, and General classifications. Specific 
descriptions of each activity will be detailed in the four week’s pre-service 
training program and weekly evening seminars. 



SKILL(S) 

ASSIGNED 


SUPERVISORY 


SKILL (s) 
PERFECTED 




1. Playing games with pupils (such as rhyming 
games, guessing games, finger games). 






2. Interesting a restless pupil in some of the 
available activities. 






3. Helping pupils learn how to settle arguments 
without fighting. 






4. Stopping pupils from fighting. 






5. Listening to pupils talk about themselves. 






6. Talking with pupils about what they’re doing 
when they are playing. 






7. Listening to a pupil tell a story. 






8. Talking quietly with a pupil who is upset. 






9. Taking charge of a small group which is 

working on a special project while the teacher 
works with another group. 






10. Helping a slow pupil get his work finished. 






11. Acting out stories with pupils. 






12. Reading and telling stories to pupils. 






13* Explaining school rules to pupils. 






14. Helping a teacher plan trips with pupils. 






15. Telling a misbehaving pupil what you really 
think of him. 


i 

s 
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SKILL(S) 

ASSIGNED 


SUPERVISORY (Continued) 


SKILL(S) 

PERFECTED 




16. Telling a pupil what happened when he was absent 






17. Singing with a group of pupils. 






18. Helping pupils get ready to put on an assembly 
program (such as making costumes, making 
scenery, listening to pupils rehearse). 






19. Helping young children learn to use crayons, 
scissors, paste, and paint. 






20. Showing pupils how to clean up and put away 
materials. 






21. Helping pupils understand teacher’s directions. 






22. Playing a musical instrument for the pupils. 






23. Helping pupils improve special skills, (such as 
in gym, or sewing, or dancing). 






2^. Helping pupils improve their manners. 






25. Helping a pupil learn to do something new 
and perhaps a little more difficult than he 
thinks he can do. 


\ 




26. Taking charge of a class while the teacher 
has a rest period. 






27. Writing down what a pupil is doing. 






28. Giving a pupil a chance to show he can do 

something well. \ 






29. Encouraging pupils to help each other. 






30. Helping pupils learn to play together (such 

as teaching them to take turns, share toys and 
other materials). 


\ 




31. Helping a pupil look up information in a book. 






32. Helping pupils pick out books in the library. 






33» Helping a teacher make arrangements for a trip. 


\ 




3^. Taking responsibility for class for a few minutes 
when teacher is called away. 
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SKILL(sT 

ASSIGNED 


SUPERVISORY (Continued) 


skill(s) : 

PERFECTED 




35. Using flash cards with one or more pupils. 






36. 




«* 


37. 




t 


38. 






39. 






40. 


1 


TECHNOLOGICAL 




1. Preparing audio-visual materials such as charts 
at the request of the teacher. 


1 




2. Typing. 






3* Running a duplicating machine. 






4. Helping pupils learn proper use of tools and 
equipment. 




I — 


5« Helping a pupil use a teaching machine. 




i 


6. Checking playground equipment for safety. 






7. Organizing groups for, and operating, 
educational television. 






8. Operating and setting up 16mm projector. 






9. Making overhead transparencies. 






10. Operating overhead projector. J 






11. Operating filmstrip projector. 






12. Operating tape recorder. 






13. Operating record player. 






14. Setting up headsets for tape recorder or 
record player. 






15. 






16. 
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SKILL(S) 

ASSIGNED 


TECHNOLOGICAL (Continued) 


SKILL(S) 

PERFECTED 




17. 






18. 






19. 






20. 




MONITORIAL. 




1. Putting away pupils 0 toys and materials. 






2. Putting on and taking off all outdoor clothing 
of young children for them. 






3. Giving first aid to a pupil. 






4. Helping teachers take care of pupils in 
assembly. 






5. Guarding doors of school. 






6. Taking a small group of pupils on a walk 
in the neighborhood. 






7. Taking pupils to and from various places in 
school (such as lunchroom, nurse’s office, 
principal °s office, bathroom). 






8. Taking groups of children on a trip. 






9. Taking charge of pupils at various occasions, 
such as: during lunch period, in hallways, 

and on bus. 






10. Helping pupils learn how to use the bathroom. 






11. Seeing that a pupil eats all of his lunch. 






12. Helping pupils move from one activity to 
another in the classroom. 






13. Doing errands and carrying messages. 






14. Watering plants. 






15» Organizing outdoor activities for class. 






1 6. Watching pupils from back of classroom to 
prevent unruly behavior. 






17. Supervising late bus children. 





SKILL(S) 

ASSIGNED 


MONITORIAL (Continued) 


SKILL (S) 
PERFECTED 




18. Checking out classroom and/or library books. 






19. Signing seat work papers for children. 






20. Helping pupils with arts and crafts materials. 






21. 






22. 






23. 






24. 






25. I 




CLERICAL 


i 


1. Preparing bulletin board displays. 






2. Filing and cataloging materials. 






3« Keeping records, such as attendance and 
health records. 




i 


4. Taking notes at meetings when asked. 






| 

5. Attending meetings with teachers. 


1 

l 




6. Making arrangements for the use of 
equipment. 






?. Checking supplies. 






8. Collecting milk money, money for lunch tickets 
or other needs. 




i 


9. Weighing and measuring a pupil. 


! 




10. Passing out and collecting pupils 0 materials. 




1 


j 11. Sorting mail. 






12. Feeding classroom pets. 






13. Keeping a record of how a group of pupils 
work or play together. 






14. Getting the classroom ready for the next day. 


j 



y 
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SKILL(S) 

ASSIGNED 


CLERICAL (Continued) 


SKILL(S) 

PERFECTED 




15. Giving the teacher information about a pupil 
which will help the teacher in working with 
him. 




• 


i 

16 . Constructing charts for teaching or bulletin ; 
board. ! 




; ! 

< * 

i 17. Scoring objective type tests. 


1 

i 


! 

| 18. Scoring essay type tests. 


1 


( 

! 19* Filing and cataloging material. 






I 

20. Preparing lunch reports. 






21. Cordinating film, filmstrip, and tape service. 






22. Stamping new books. 




! 

i 


23* Distributing supplies and textbooks. 




j 

I 24. Keeping books in order. 




! 25. 




i 26. 




! 27. 




i 

1 

( 1 


28. i 




29. 






30 . 


ft 

) 

1 


i GENERAL 






1. Checking daily on the health of pupils. 


! ! 

\ \ 

j - 1 




2. Taking home pupils who are sick or hurt. 


t 

l 


j t 

j 3* Checking on temperature, fresh air and j 

i lighting in the classroom. i 


! 4. Attending team meetings, total staff meetings, 
) and p.T.A. meetings. 


1 j 

i 

1 


i r 

j 5* Contributing to school-community cooperation j 

t and understanding. ! 
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SKILL(S) 

ASSIGNED 


_ GENERAL (Continued) 


SKILL(S) 

PERFECTED 




6. Making arrangements for individual parent- 
teacher conferences. 






7. Checking on daily health of pupils. 






8. 






9. 






10. 


l 




11. 






12. 




t 

1 13. 




i 


14. 






15. 
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LANGUAGE ARTS CONSTRUCT 



LANGUAGE ARTS COMPETENCIES 



SKILL (S) 
ASSIGNED 


COMMUNICATION SKILLS 


SKILL (S) 
PERFECTED 




1. Verbalise the four basic communi- 
cation skills in their order of 
development. 






2. List the Characteristics of the be- 
ginning first grader's language develop- 
ment in terms of vocabulary, syntax, 
and phonology. 






3. Distinguish between "good" and "correct" 
language. 






4. Show the relationship between receptive 
and expressive facets of communication. 






5. Cite evidence that the communi- 
cation skills are interrelated and 
complement one another. 






s. 






7. 






3. 






9. 






• 
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EXPERIENCE STORIES 






1. State the purposes of the dictated 
experience story. 






2. State the rationale for the use of 

the dictated experience story in build- 
ing a sight vocabulary. 






3. Obtain a group experience story from 
a group of children. 





r 









SKILL (S) 
ASSIGNED 


EXPERIENCE STORIES (Continued) 


SKILL (S) 
PERFECTED 




4. Demonstrate with children the re-read- 
ing procedure for the group experience 
story. 






5. Present a stimu3.us to a group of child- 
ren and obtain individually dictated 
stories from at least three children. 






S. Demonstrate facility in re-reading 
individual dictated stories. 






7. Demonstrate with the child the identi- 
fication of known words and the con- 
structing of word cards for a word bank. 






3. Demonstrate with children the techni- 
ques for retaining the sight vocabulary 
placed on word cards. 






9. Construct a 3-dav cycle for a class of 
children to dictate* re-read and get 
word cards from experience stories. 






10. 






11. 






12. 






1 S 






14. 




vJORD ATTACK SKILLS 




1. Distinguish between a sight word and 

a word which requires word attach skills 
for a particular child. 






2. Identify the 6 phases of word recogni- 
tion. 




3. Demonstrate the following: 




a. visual discrimination of words. 
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SKILL (S) 
ASSIGNED 


■TORD ATTACH SKILLS (Continued) 


SKILL (S) 
PERFECTED 




b. auditory discrimination of word be- 
ginning sounds, rhyming, and endings 
of words. 






c. auditory-visual discrimination of 
initial and ending consonants. 






d. substitution of initial and ending 
consonants. 






e. knowledge of vowel letters. 






f. production of long, short and r- 
con trolled sounds of each of the 
vowels. 






4. Identify the number of syllables in 
a word after the word is pronounced. 






5. State three generalizations that usually 
apply in dividing unknown words into 
syllables. 






S. Identify syllable divisions for a sample 
of words . 






7. Apply the 3 commonly used syllabi- 
cation generalizations to nonsense 
words . 






3. Construct a strategy that children 

would use in unlocking unknown words. 






9. 






10. 






11. 






12. 






13. 






14. 
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SKILL (S) 
ASSIGNED 


CREATIVE VJRITING 


SKILL (S) 
PERFECTED 




1. State the 4 conditions that must be 
present for a child to write his own 
stories. 






2. Demonstrate with a group of children 
the procedure for initialing creative 
writing. 






3. Demonstrate with a child the procedure 
for initialing creative writing. 






4. Listen to a child read a story and 
comment to the child about his per- 
formance. 






5. Demonstrate what to do when a child 
asks to spell words in the creative 
writing story. 






6. 






7. 






3. 






9» 




HANDWRITING 




1. Write lower and upper case letters in 
manuscript and cursive form. 






2. Evaluate a sample of manuscript and 
cursive writing. 






3. Describe teaching procedures that would 
improve a child's handwriting. 






4. 






5. 
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SKILL (S) 
ASSIGNED 


_ __ SPELLING 


SKILL (S) 
PERFECTED 




1. Construct a spelling placement test 
at one grade level from a spelling 
text or a list of at least 500 words. 






2. Administer a spelling placement test. 






3. State and apply criteria for instruc- 
tional levels in spelling. 






4. Administer simultaneously lists of words 
to children at 3 different instructional 
levels. 






5. Demonstrate the procedure for pupil 
self-correction and study of spelling 
words . 






6. 






1 

1 * c 






e. 






9. 




_ _ CLASSROOM ORGANISATION 




1. Construct a self operating learn- 
ing station. 






2. Talk with a group of ten students 

and act as an agent for the students 
to talk with each other. 






3. Listen to an audio tape and tally the 

interaction between students and teacher. 






4. TJork with two or three children while 
other children are involved in in- 
dependent activities. 






5. Construct a list of independent activi- 
ties for students reading above grade 
level and for students reading signi- 
ficantly below grade level. 











SKILL (S) 
ASSIGNED 


CLASSROOM ORGANISATION (Continued) 


SKILL (S) 
PERFECTED 




S. Diagram a minimum of six room arrange- 
ments which are conducive to communi- 
cation among pupils and conducive to 
individual and small group instruction. 






7. 






3. 






s. 






10. 




BASAL READING 




1. State the rationale for the directed 
read inc; - th inking- activity (DRTA) . 






2. Distinguish between the DRTA and the 
directed reading activity (DRA) . 






3. State the 5 steps in a DRTA . 






4. Demonstrate with children a DRTA 
lesson. 






5. State the advantages of a basic 
reader. 






S. State the liabilities of a basic 
reader. 






7. Trite out a follow-up lesson for a 

DRTA story. 






8. State procedures for use of the 
workbook accompanying the basic 
reader. 






9. Demonstrate with children the use of 
the workbook accompanying the basic 
reader. 






10. 
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11. 
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SKILL (S) 
ASSIGNED 


INDIVIDUALISED READING 


SKILL (S) 
PERFECTED 




1. State the rationale for the use of in- 
dividualized reading* 






2. Construct a plan for the use of in- 
dividualized reading at the primary 
and intermediate level. 






3. List various ways to begin indivi- 
dualized reading. 






4. Have a child select a book and judge 
its appropriateness in terras of his 
instructional level. 






5. Listen to a child read a page from a 

book at his instructional level and list 
his skill needs. 






S. Demonstrate with a child the individual 
conference. — i 






7. Discuss a book that you haven't read 
with one who has read it. 






8. Direct a class of ten youngsters read- 
ing different books at the same time. 






9„ Conduct a conference with four students 
about how they could share an interest 






10. Construct a sharing activity with a 
child other than oral or written. 






11. Construct and use with 2 pupils an 

individualized record keeping system. 






12. Select and read at least 3 poems to a 
small qroup of children. 






13, Read 2 books in children's literature. 






14. /rite 3 ways a child could share one of 

the above books. 






15. 
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SKILL (S) 
ASSIGNED 


INDIVIDUALISED READING (Continued 


SKILL (S) 
PERFECTED 




IS. 






17. 






IS. 






13. 






20. 
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Duties: Role of the Teacher Aide 



1. The Teacher Aide will work under the supervision of a 
Project Teacher. The Project Teacher will schedule the 
Teacher Aide f s activities from 8:30 - 4:00 p.m. 

2. At least one-half or more of the teacher aides 1 scheduled 
time will be spent on an instructional assistance capacity 
in direct pupil related activities. 



3. 
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Duties: Role of the Teacher 

1 . 

2 . 

3. 

4. _ 

5 0 

6 . __ 

7. 

8 . 

9. _ 

10. _ __ 

11. 

12a 

13. _ 

14. 

15. _ 
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17. 

18. 

19. ■ 

20. 
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Duties: Role of the Principal 

1 . 
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3 . 
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Duties: School and Community (Home) Relations 



Role of the School : 

1 . 

2 . 

3 . 

4 . 

5 . 



Role of the Community: 



1 . 

2 . 

3 . 

4 . 

5 . 
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HUMAN COMMUNITY RESOURCES 

I 



School 


County i 


Name 


Expertise ^ 
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PHYSICAL COMMUNITY RESOURCES 
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Private Service Organizations : 

Name of Enterprise __ ___ 
Address 



Contact Person 

Name of Enterprise 

Address 



Contact Person 

Name of Enterprise 
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Name of Enterprise 
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PHYSICAL COMMUNITY RESOURCES 



School 



Public Service Organizations : 

Name of Organization 

Address 



Contact Person 

Name of Organization 

Address 



Contact Person 

Name of Organization _ 
Address 



Contact Person 

Name of Organization __ 
Address 



Contact Person 

Name of Organization _ 
Address 



Contact Person 



County 



Expertise 
Phone No, 



Expertise 
Phone No, 
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A DIGEST OP RULES AND REGULATIONS GOVERNING TEACHER 
AIDES EMPLOYED BY THE BOARD OP EDUCATION 

[TENTATIVE] 

Part 1. Enumerated herein are pertinent rules and regulations 
as they apply to the teacher aide employees. 

1. Hours of Work — five-day week (35 hours) 

8s 30 a.m. to 3s 30 p.m. with one hour for 
lunch. 

The above schedule may be changed by the 
Board of Education at any time and is 
subject to such changes as the Board in 
its discretion may determine. The schedule 
is also subject to such occasional adjust- 
ments as the employee's superior may deem 
to be in the interests of the service. 

2. Holidays — Teacher aides will be required 
to work in accordance with the school 
calendar and at such other times as deemed 
necessary by the Board of Education. 

3. Payment and Deductions* — Salaries shall 
be paid on a monthly basis. 

4. Leaves of Absence With Pay — 

a. Absence for personal illness with pay 
will be furnished, 15 days per year 
cummulative to 60 days. 

b. Vacation provisions are not included 
since teacher aides will be employed 
on a ten-month basis. 

5. Time Records - — Principal shall be 
responsible for time reporting for all 
teacher aides who are assigned to his 
building. 
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Unexcused Absence — Unexcused absence 
may be cause for disciplinary action up 
to and including dismissal. 

Period ic Health Examinations for All 
Employees of the Board of Education — 

A health examination of all teacher aides 
shall be required every year. 

Scheduling — Teacher aides will work a 
seven-hour day with a lunch break. Each 
teacher aide schedule should provide for 
at least fifty percent (50%) of the time 
in the classroom. 

Field Trips - Schools should require 
involvement of parents on field trips. 
Aides are not acting in the role of 
parent? therefore, they are not to be 
used as substitutes for parents on field 
trips. If a class to which the aide is 
assigned takes a trip, the aide may be 
invited as member of the school staff. 



10 • Notification of Re-emplovment of Aides — 

As soon as the program is approved for 
the next year, applicants will be notified 
of re-employment if their rating by the 
principal is satisfactory. 

11* Lunch Reimbursement - - Reimbursement for 
lunch will be provided by the aides. 

12. Rating of Teacher Aides -- Re-employment 
of aides will be based on a satisfactory 
rating by the principal. 

Revision of these Rules and Regulations will be made as the 
Teacher Aide Program is developed. 
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EVALUATION 1: HOW THE AIDES AND 

TRAINERS SEE TRAINING 



Directions 

Please place a check (*/) on the line at the point, that expresses your feelings. 
1. Do we feel our sessions are in relation to our objectives? 



» 1 

0 

We never preplan 
sessions in light 
of special goals. 



+ I 1 h 

5 

We sometimes 
have a rough 
preplan. 



+ \r h 

10 

We always preplan 
sessions and sub- 
mit the plan to the 
group for approval. 



a. Does the trainer take on this responsibility? 



I- l \ S \ \ \ V 

0 5 

Never Occasionally 



-4 1 - 

10 

Frequently 



b. Do the aides share in this responsibility? 



* » 4 \r \ \ 4 1 i 1 h 

0 5 10 

Never Occasionally Frequently 

2. Do we plan our sessions in relation to what we expect from them? 



4 1 \ 1 1 1 1 * 



0 

We have no way 
of knowing what 
we expect. 



5 

If we specifically 
request something 
it get considera- 
tion. 



+ 1 r 

10 

We frequently find 
out what we expect 
before building 
our agenda. 



a. Does the trainer consider aide expectations? 



*- » 1 1 1 1 1 1 1 1 - 

0 5 10 

Never Occasionally Frequently 

b. Do the aides cooperate in informing the trainer? 

\ 1 1 H- 1 1 1 1 1 1 4- 

o 5 io 

Never Occasionally Frequently 






I 

i 

i 
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3. Do we define or clarify our goals during sessions? 



+ 



+ 



+ 



+ 






+ 



We never con- 
sider goals 
during sessions. 



We attempt to de- 
fine or clarify our 
goals when con- 
fusion is evident. 



I H \r 

10 

We frequently dis. 
cuss and clarify 
our goals. 



a. Does the trainer suggest that this is needed? 



+■ 



+ 



+ 



+ 



+ 



+ 



0 

Never 



10 

Frequently 



Occasionally 

b. Do the aides ask for definition or clarification of goals? 



+■ 



+ 



+ 



-V 



4 



0 

Never 



4 . 



Occasionally 
Do we summarize our progress from time to time? 



10 

Frequently 






+ 



0 

We don°t take 
the time to take 
stock. 



\ v- — 

5 

We examine our 
progress if some- 
one requests it. 



* \ 1 - 

10 

We frequently sum- 
marize what has 
been accomplished. 



a. Does the trainer take the initiative for this? 



4 



4 - 



+ 



+ 



+ 



+ 



+ 



4 - 



0 

Never 



Occasionally 
b. Do the aides take the initiative for this? 



1 1 - 

10 

Frequently 






5 . 



+ 



+ 



+ 



+ 



4 - 



+ 



+ 



0 

Never 



Occasionally 
Do we use suitable methods of procedure? 



+ 



+ 



t 



1 - 



0 

We use much the 
same procedures over 
and over. 



+ 



4 - 



4 



10 

Frequently 



We think about the 
best procedures for 
handling some activi- 
ties but not others. 



10 

We try to select the 
procedures most appropriate 
for accomplishing each 
goal. 
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a# Does the trainer raise questions about procedure? 

* * 1 1 * 1 • 1 1 1 f“ 

0 5 10 

Never Occasionally Frequently 

b. Do the aides take the initiative in this? 

\ \ 1 1 \ s 1 \ 1 1 -t- 

o 5 io 

Never Occasionally Frequently 

6. Do we evaluate the efficiency of our methods of operating? 



\ 1 » 1 1 1 1 1 1 1 * 



0 

We don’t think 
about how well 
our procedures 
are working. 



5 

We look at our 
procedures only 
when things go 
wrong. 



10 

We systematically 
evaluate procedures 
to find out how well 
they are working. 



a. Does the trainer take responsibility for suggesting evaluation? 



I 1 1 1 1 1 1 1- 1 1 *- 

0 5 10 

Never Occasionally Frequently 

b. Do the aides take responsibility for suggesting evaluation? 

1 1 1 1 1 1 1 1 1 h h- 

0 5 10 

Never Occasionally Frequently 

?• Do we watch our discussions to see if we understand one another? 



1 h- 1 1 

0 

Our discussions 
resemble a free- 
for-all. 



1 1 1 h t 

5 

If someone obvi- 
ously misinter- 
prets meanings 
he is usually 
straightened out. 



10 

We frequently check 

to be sure that 

every member understands. 



a. Does the trainer assume this responsibility? 



1 1 — 


“1 


1— 


1 1 1 1 


1 1 h- 


0 






5 


10 


Never 






Occasionally 


Frequently 
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b. Do the aides share this responsibility? 



+ 



4 - 



+ 






+ 



t 



+ 



+ 



o 

Never 



10 

Frequently 



8 . 



Occasionally 

Do we test for agreement to see if we are ready to make decisions? 



+. 



0 



We usually call 
for a vote when 
anyone asks for 
it. 



10 



We sometimes 
take an informal 
poll to see if 
we're ready to 
make a decision. 



We frequently test 
to see that everyone 
is satisfied that we 
are ready to make a 
decision. 



a. Does the trainer assume this responsibility? 



*■ 



+ 



+ 



+ 



+ 



+ 



1* 



+ 



0 

Never 



Occasionally 
b. Do the aides assume this responsibility? 



10 

Frequently 



h 



+ 



+ 



+ 



+ 



+ 



-f h 



0 

Never 



5 



9 . 



Occasionally 
Do we spread responsibilities through the group? 



10 

Frequently 






H h 



■i H 



0 



10 



Most responsi- 
bilities are given 
to the leader. 



Sometimes group 
members share 
in responsibili- 
ties. 



Responsibilities 
are widely distribu. 
ted throughout the 
group. 



a. Does the trainer suggest that other persons participate in 
responsibilities? 



K 



+ 



+ 



■r 



+ 



o 

Never 



Occasionally 



10 

Frequently 



ERjt 






^ — ■ 
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b. Do the aides volunteer for responsibility? 



f 



+ 



0 

Never 



Occasionally 



10 

Frequently 



10. Do we have an atmosphere in which all feel free to express ideas 
and feelings? 



-- ..4 --| 



0 



10 



Om‘ aioouesions 
are formal and 
only a minority 
parti oipate. 



Everyone talks 
but some sub- 
jects are taboo. 



We usually have an 
atmosphere of free, 
spontaneous expression, 



a. Does the trainer encourage a climate of free expression: 



h 



-t 1 



-i f + 



+ 



+ 



0 

Never 



10 

Frequently 



Occasionally 

b. Do aides stimulate other members to express themselves? 



f 



+ 



d- 



+ 



+ 



+ 



0 

Never 



Occasionally 



10 

Frequently 



11. Do we exhibit a feeling of responsibility to restrict their 
contributions to those which are helpful to the group? 






+ 



0 



10 



We are ’’off the 
beam” fre- 
quently. 



We wander about 
as much as the 
average group. 



We actively attempt 
to confine their con- 
tributions to rele- 
vant things. 



a. Does the trainer help keep the group ’’on the beam?” 



f- 



+ 



+ 



-t- 






0 

Never 



Occasionally 



10 

Frequently 
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b. Do aides keep on the alert for wandering? 



4 - 



■4 



0 

Never 



Occasionally 



■i t — h 

10 

Frequently 



12. Do we freely communicate our feelings and expectations about the 
trainer’s performance to the trainer? 



4 



4 



4 



4 



4 



o 

We have never 
brought this up. 



+ 



We occasionally 
make suggestions 
to the trainer. 



4 



i — i — f 
10 

We have regular 
procedures by 
which we can give 
their ideas and re- 
actions about the 
trainer. 



a. Does the trainer encourage aides to discuss the trainer’s plans 
and performance? 



4 - 



4 



4 



x 



4 



4 



4 



4 f— 4 



o 

Never 



Occasionally 



10 

Frequently 



b. Do aides take responsibility for expressing themselves to 
the trainer about the trainer’s performance? 



4 



4 



4 



4 



o 

Never 



Occasionally 



4 



4— f 



i— 

10 

Frequently 



o 
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EVALUATION 2: 



APPLIED GROUP ANALYSIS FORM 



Directions . 

Please place a check (,/) on the line at the point' that expresses your feelings. 

1 . How clear are the group’s goals? 



0 1 
Completely 
unclear 


2 J ' 4 5 & 7 

Neither clear Completely 

nor unclear clear 



2. How open are members in expressing their feelings and attitudes? 



0 1 
Closed and 
hidden 


2 3 4 5 6 7 

Neither open Open and above 

nor closed board 



3. How flexible is the group in selecting its working procedures? 



0 1 

Rigid, 

mechanical 


2 3 4 5 6 7 

About half Organic proce- 

and half dures fit task 



4. How willing is the group to examine its working procedure and make needed 



changes? 




0 1 

Never 

evaluates 


234567 

Does this half Always checks 

the time effectiveness 



5 . To what extent is the group dominated by any of its members? 



0 1 
One member 
dominates 


2 3 4 5 6 . 7 

Half dominate. Leadership 

half follow shared by all 



6 . To what extent does the group utilize the ability and resources of its 



members? 




0 1 

Never 

utilize 


2 3 4 5 6 7 

About half Always utilize 

and half 
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7* How effectively does the group achieve a balance between its task and the 
problems and needs of its members? 



0 1 2 3 4 5 l 7 

Always imbalance Achieve balance Always in 

by one or other half the time balance 

8. How frequently does the group strive for consensus and securing of 
member commitment? 



0 1 2 3 5 5 6 7 

Never does About half Always does 

^is the time this 

9* How does the group go about working at its tasks? 



0 12 3 4 5 

Completely Neither coasts 

coasts nor digs 



? y 

Digs in - works 
hard 



10. How do you feel about the group and its members? 



0 1 
Worst possible 
team 



3 4 
Neither poor 
nor good 



T 7 

Best possible 
team 






TEACHER FORM 

TO BE FILLED OUT BY TEACHER 

Your Name; Date: 

Your School: 

Grade you teach: 

The information requested will be kept confidential and is 
asked only in order to learn more about the ways this program 
can be improved, 

A, If you were to grade the overall performance of the 

teacher aide in your classroom, what grade would you give 
(CIRCLE it)? 

A B C D F X 

(excellent) (good) (fair) (poor) (very jpoor) (cannot 

^ evaluate) 



B. What help has the teacher aide been to you and the children? 
PLACE a check beside all that apply and add any that you 
feel apply to your situation, 

1, has allowed me to spend more time teaching 

_ _____ 2, has given me the free time I need for myself 

3. has freed me from routine chores 

4, has provided the children with an additional 

person who can look after their needs 

_____ 5, has improved the emotional and learning cli- 
mate of the classroom 

_____ 6, has not been helpful at all 

7, 

8 , 



er|c 









mmmmmemmnmm* 











! 



C. Please evaluate the performance of your teacher aide in* 
each of the following areas by placing A, B, C, D, or F 
beside it. Put an X beside areas where you are unable to 
make an evaluation. 

_____ keeping records 

_____ picking up after the children 

_____ running office machinery 

_____ supervising playground or cafeteria 

_____ being responsive to the children’s needs 

fitting into the general classroom situation 




D. Do you think that the teacher aide was properly trained 
for the job? 

yes no 

If no, please state what you feel was lacking in 
her training and how it can be improved. 



E. If your teacher aide should ever decide to become a 

teacher, how much additional education do you think she 
would need before she could qualify? 

1. teacher supervision 

2. some additional college 

3. all of college 

4. some high school 

_____ 5. all of high school 

______ 6. some grammar school 

7. all of grammar school 





F. If your teacher aide were to obtain the necessary school- 
ing, what kind of teacher do you think she would make? 

Excellent Good Fair Poor Don’t Know 



G. What has been the most important help that the teacher aide 
has given to you (CHECK only one)? Add the item if it is 
not included in the list below. 

_____ 1. has improved the emotional and learning climate 
of the classroom 

_____ 2. has provided the children with an additional 
person who can look after their needs 

__ 3. has freed me from routine chores 

_____ 4. has given me the free time I need for myself 

^____ 5. has allowed me to spend more time teaching 

6. has not been helpful at all 

7. 

H. How would you grade the teacher aide on the following 
characteristics (PLACE an A, B, C, D, F, or X beside each 
category)? 

warmth 

alertness 

intelligence 

obedience 

cooperativeness 

grammar 

simple arithmetic 

ingenuity 

)) grooming 






I. How long did it take to feel comfortable with the aide? 
_____ a, a few days 
___ b. right away 
___ c. a week 
d, not yet 



3 
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